
O I I I C I  O? I I C I I T A I I  O I  #?AT8 

A p p l i c a t i o n  f o r  D8?lD?Mll? P? LRCIIVIL b lll?Oll 
S T A N  

Of 
GfOAGlA R E C O R D S  D I S P O S I T I O N  S T A N D A R D  DRCODD~ umoI111? o w r m o i  

8 .  Earliest fi Latest 9 .  Exac Series T i t l e  

7-1-70 To Date 
Dates of Series ! 

Camera Ready Art and Drawings F i l e  
_____ 

".what is t h e  function of the o f f i c e  i n  which t h i s  record series is  created? 
The Art U n i t  prepares a l l  artwork necessary t o  pranote the  Department of Industry and Trade; 

recieves requests  from IgcP d ivis ions for pr in t ing  services,  designs and 
prepares layouts f o r  brochures, forms, book covers and pamphlets needed t o  
f i l l  the requests , and obtains pr in t ing  services fran the Dept. of Admin- 
i s t r a t i v e  Services. 

PME 
: I  

Ga. Dept. of Industry and Trade 
Administrative Division- A r t  Uni t  
6 t h  Floor Trinity-Washington Building 
Atlanta, Georgia, 30334 

I W i l m a  Burns 

7 . A C T I O N  R E Q U E S T E D  
E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  WILL C O N T I N U E  TO ACCUMULATE.  r;;a N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T E D  

1 1 .  This f i l e  contains the following documents (include form numbers end t i t l e s ,  i f  any, 
and f i l e  arrangement). .. . - . -  

Documents r e l a t ing  t o  requests f o r  printing services t o  promote tourism. 

Includes camera-ready a r t  for  letterheads,  memo pads, business reply and request 
cards, brochures, programs, book covers and posters used t o  promote 
tourism. 

The f i l e s  a r e  arranged alphabetically by Industry 8 Trade Divisions. (Alphabetical 
l i s t i n g s  include materials pertaining t o  requests or iginat ing wi th  those 
divisions.  ) . 
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13. Is t h i s  t h e  Record Copy of t he  series? . 
14. Is there  a duplication of t h i s  series i n  another off ice  o r  agency? 

15. IS the inl‘ormation contained i n  t h i s  series ever summarized or  iublished? 
Attach copy of summary o r  publication. 

16. Does the  se r i e s  contain c l a s s i f i ed  information requiring secur i ty  handling? 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  and procedures? 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is the  s e r i e s  ( o r  major portion of it) regularly microfilmed? If yes ,  why? 

20. Does the  record series,eprovide data as input t o  an EDP f i l e ?  

21. Does t h e  record series contain documentation produced as EDP pr intout?  

22. Has t h e  Federal Government issued instruct ions governing t h e  retention/dispo- 
s i t i o n  of these f i l e s ?  
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23. W i l l  there  be a need f o r  these records 10, 15 years from now? If yes,  what? [ 1 [XI 

2k. REQUIREMENTS. The following requires the f i l e s  t o  be kept @ years : 

a. [ ]STATE b. [ ISTATWE OF c .  [ ]AUDIT d .  [ ]FEDERAL e  ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(Ci te  L a ,  S ta tu te ,  or other reason for the retent ion requirement) 
Many of our publications go i n t o  repr in t ,  when the  p l a t e s  are destroyed, the o r ig ina l  -work 

25. AGENCY RECOMMNDATIONS. 

is used again. 
- -- 

This agency recommends t h a t  the f i l e  s e r i e s  be c u t  off  at the end 
of each -[3CALENDAR YEAR - [  ]FISCAL YEAR -[]OTHER ,then : 

[ X I  Hold i n  the  current f i l e s  area month(s)/ 2 year (s ) :  
[ ] Transfer t o  [ 1 S ta t e  Records Center [ 1 Local Holding Area; hold year(s): 
[ X I  Destroy. 
[ ] Transfer t o  S ta te  Archives for  permanent re tent ion.  
[ ] Destroy immediately after cut-off. 
[ ] O t h e r :  (Specify) 

( Indicate  b r i e f l y  rationale f o r  recomndat ions  above/or wri te  additional remarks )  : 

are: 


